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Link to the Portal e

O ConteEnts

| =

The web portal provides producers with access to
their clients’ certificate information once enrollment
iIs completed and all of the certificates have been
issued.

You may access the portal by clicking on the
following URL: https://massmutual.ins-portal.com

For questions around access or policy information call
(844) 975-7522 (1-844-WRKPLACE) and Press 1 for
customer service.

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.


https://massmutual.ins-portal.com/

Pl Contents

Registration Process [ i Contents ]

To access the portal for the first time, you must first register. If you have already registered proceed to page 8 for Log In instruction.

massmutual@work™

Financial readiness, readily availabla™

Register Log In Search

Customer Service-

I Customer Service « I 1
Insurance Forms Lug In
Contact Us . .

User D 1 Click the ‘Register’
link located in the
top right of the page

Imswillfprovide Register | Forgot User ID? | Forgot Password? or under the User ID.
infermaton for

any: SJueil"]QrJSj Next

youmay have:
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Registration Process (conta)

[ REUrn toraple:

P ECORtENLS

]

During the registration process you will need to register as an agent/broker or agency depending on the government identifier.

massmutual@work™

Home Customer Service -

Register Now

Personal Information

(* required field)

* User Type(z)

Help -

Agent & Broker

* First Name

* Last Name

* Date of Birth{mm/dd/yyyy):

* Government 1D f 55N

~&MassMutual

* Agent Number

NoteWhenentenngrAgent # or:
AGENCY # you mustincltide a =
tNEN YOUr asseCIated agency.
nUMmpPEer aiter yourrc digit|D#.
Direct Broke always enteredras

123456-024 or 123456-168 =

(*required field)

= User Type(s):
Agency M

* Agency Name:
* Government ID / SSN

* Agency Number:
123456-024 Or 123456-168 Cmmmmmmm—

Next Cancel

Contact Us | Privacy | Terms
© Massachusetts Mutual Life Insurance Company Springfield, MA 01111-0001

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.

Email Add

Phone Nu

If Agent/Broker, select ‘User
Type’ as ‘Agent & Broker’ if
individual government
identifier is SSN.

Or
If Agency select ‘User Type’
as ‘Employer/Agency’ if
entity government identifier
is Tax ID

Complete required fields ().

Click ‘Next’. Portal will
validate registration data
before proceeding to next

step.



Registration Process (conta)

[ REUrn toraple: ]

P ECORtENLS

Once validation is completed in previous step you will be required to complete all required fields (x) on this screen.

massmutual@work™

Home Customer Service ~ Help =

Register Now

* User D

Personal Information

on (* required fizld)

* Password

* Confirm Password

* Security Image
Category

Animal b

# Becurity Phrase

* Security Question 1

- Pleass selsct -

* Answer 1

* Security Guestion 2
- Pleass selsct -

* Answer 2

* Security Guestion 3

— Pleazs salzat -

* Answer 3

Login & Security Information

* Please enter displayed security code

@Can't read the code? Click to refresh

Previous Submit

Regieter  Login

Create User ID, Password
and Security Questions.

Password Requirements:

- Must be at least 8
characters

- Must contain a mix of
letters, numbers and at

least one special character
- For password resets only,

must not have been used

within the last 5 passwords

Click ‘Submit’ to
complete Registration.
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P ECORtENLS

Registration Process contd [ =iiting) o Talbe ]

Once Registration is complete and you receive Congratulations message, click Log in to access the portal.

nassmulua @work™

Bapwier | Lig in 1

Congratulations Registration is Complete

1 Once registration is
complete and you
receive the
Congratulations
message, click ‘Log In’
to access portal.

- G my Uiy e Ty
- - MUEEH Utuul i Bl da . Ml | s Paorenrs Cossnasy Soreapfehd BB £ 81 0 -5
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RETUNMte Iable:

|_ @) g - I N P ag e PINCONRLENLS

Enter User ID.
Click “‘Next’.

Log-in to the portal following the steps below.

massmutual@work™

Financial readiness, readily available™

ome Customer Service tual@work™
st S Password.

Register Loglin Search

Home Customer Service

=0d%) Click ‘Log In’.

) ) ™ Login &
JU' \/QU 'IQJIQQ']' yguw r“H Security Image and Caption

o'a l i you do not see the correct image and caplion, please do not
User D, click

login. Make sure you are on the legitimate GIAS web portal
: A : s ? 2 £ r At 2dn e s
‘Forgot User ID and! | Iffyouforgetyour
follow the steps. Next 2 PasSWord, click: __
. ‘FOrget Your:
Pgss‘}vgrdl QIJQJ Password:
IOlIOW T IE SIS, S T
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Producer Home Page il Rl

o Contents

The first screen you will see when entering the portal will be the “Search for Coverage” screen. You can access “Customer Service”
or “My Account” links on every screen within the tool.

Hover over
masqmutual @work” CuUSstomer. Senvice
Francafeadiness readily avasabla”™ or My Account to

_ Customer Service y My Account = access additional

Insurance Forms Agent's Business/Services My (Agent) Infarmation ||n kS_
Contact Us for Coverage AlingPayment Inquirg Personal Informatian
Infarce Business

Search for Coverage @ ey susiness Anplizatons

Search for Coverage by Pruistuchin. Reputy niddiyyyy)
Search for Coverage I
Mame v =
* Last Name
Retneve
First Name

Show 10 v anlries

Name i Date of Birth . Government I Street Address It City . State/Country . Zip Code

Showing 0 fo 0 of 0 entries Pravious Nl

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.



RELUMIONaIE
Search for Coverage S

This screen provides the ability to search for coverage by owner name or certificate number.

massmutual @work™ KENNETH BUCKHEISTER  Log {
1 Click ‘Name’ to access
iy orkapace - Seareh for Goverage policy owner insurance
Search Coverage informa‘tion_
s torcoversaets oo ot it (mmisany .
- Last Name Once search criteria is
Frest Name entered, click ‘Retrieve’
to display below
Name bate of Birth ‘;:;e'“"‘e”t 1D Street Address City State/Country Zip Code resu |tS .
RECOGNITION CLIENT's Insurance

0002 Group Whole Life ngr” ih]?) pgge

Insured Name Deanna Effective Date Vie)l f aVve G (\'i OIS

Owner Name RECOGNITION CLIENT Coverage Amoun -/JJ Hes J-‘rJ-]Jr]-J ——] | Would Like To ...
[0 View certificate

Status Lapsed Premium

detauls or
b]”]ﬂg/pg yJ’J‘J:‘—)J‘J‘iS. View Certificate Details

View Biling/Payments

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.



Certificate Billing/Payment Inquiry

Once a certificate is in force it will be searchable on the Billing/Payment Inquiry screen.

massmutual @work”
Fgncal raiiress, resdily avalable

My Account | BilingPayment Ingury

Billing/Payment Inquiry

Filter Billing/Payment By
Payor Mame v l

First Nams
Show' 10 v arlries
Certificate/Policy Number Name Date of Birth

3 010002 Lorena 02/05/1958
01000 Lorena ! 02/05/1958

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.

Diate of Birth (mmiddiyyyy)

Retneve
Bill Type Frequency
Individual Thirteenthly
Individual Thirteenthly

ol

Billed to Date
06/08/2018

09/28/2018

Paid To Date

02117/2019

06/21/2019

Premium

P ECORtENLS

[ REUrn toraple: ]

Search by payor or
certificate/policy
number.

Click ‘Retrieve’ to
access policy owner

insurance information.

Click on “Certificate/
Policy Number’ to
access biling/payment
detalil.

11



My Insurance Page — Certificate Billing/Payments Detail | 20

o Contents

Billing and payment detail screen provides current billing information and displays payment history.

massmutual@work™ Florida Abbas ~ Search  Log Out
Financial readiness, readily available™

Billing/Payment Detail

Back to My Insurance

Certificate Number 000 TO view insured Current As Of Date 02/12/2017
All currency values expressed in DOLLAR (US) Inform a.tlon or
Payor Insured Name Q -
Effective Date 01/18/2016 contract infermation B Last Statement

Paid To Date 01192016 . o 5 Last statement date on
Premium Motice View Statement aa
clickitsiink: StatementDate  03/01/2019 certificate can alse be

viewed.

Billing/Payment Information

Bill To Date Payment Frequency
01182020 Annual
Premium Payment Method
53200 Counon Dok

Payment History

From Date (mmiddiyyyyl  11/01/2097 H-] Through Date (mmiddiyyyy) 10/04/2049 = Retrieve

Show | 10 »  entries

Payments in the Nistoeny.
_ _ _ gnid are reflected inithe
Payment Method | Payment Frequency l Payment Amount | .

Paid to date.

Transaction Date 1¥  Apply Date

0a/01/2018 DRI01/2019 List Bill Monthiy 21752

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.
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Inforce Business - Search by Group [“ei””””’"“’e ]

Once a certificate has been billed for the initial premium, the certificate’s details will be displayed on the “Inforce Business”
screen regardless of status.

massmutual@work™

Financial readiness, readily available™

NN W N WD = - Log Out

1 Filter options available to
Inforce Business drill down to a specific
certificate or view full

‘ Search By group deta”S.
ilter Inforce Business by C“Ck ‘+’ for more

certificate detall.

Al v Retrieve

Certificate/Policy Number
Customer Name

Status

Agent

Show| 10 ¥ | entries

Additional policy data
Sroup Name 18 | Group Number Certiﬂﬂ Certificate Information WI” dlsplay.

Status Premium
Q) ||E=s ™ 2 Lapsed 5700
T I Currency Payment Method
DOLLAR (US) Group List Bill
o Application Date Group Name
- 04/01/2016 PENNSYLWVANIA UL GROUP
(+) _— N " . Effective Date Payment Frequency
04/01/2016 Monthly F
Paid To Date Last Payment Date i
05/01/2016 04/05/2016
|

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.
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| Rettrnitoables
ofContents

Inforce Business - Search by Group onta)

Select Multiple Groups window will display.

Select Multiple Groups

1 Type into search value
T box to quickly find that
P = selection.

li Group Number

- Check box for groups to
- include in search.

3 When completed click

‘Apply Filter’ to search
using those groups.

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.



Inforce Business - Search by Group onta)

This screen will display specific groups requested after clicking Retrieve.

massmutual@work™
Financial readiness, readly mvailshie

- og Out

My Account  Inforce Busmess

Inforce Business

Search By

1 Click on ‘Retrieve’ to

Group v Select Group!(s)

A = obtain groups selected.

Inforce Business
Show 10 ¥ entres

Group Name 1 Group Number Certilicate Policy Number Name Status Premium Paid To Date Agent

O - = Active 94.00  0a/0112019
x Premium
Paying

Q == = = Active 4830 08012019
Premium
Paying

o — — - - - Lash 9000 010112010
B Surrender

[+ ] — - - - Aclive 62.50 O7M7i2013
Premium
Paying

o — e = = - Active 1860 0702018
Pramium
Paying

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.

Retumn teiakle
Pl Contents

J
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New Business- Search by Group

P ECORtENLS

[ REUrn toraple: ]

This screen will provide a listing of all new business certificates prior to initial premium
being applied.

Filter options available to
drill down to a specific
certificate or view full
group details.

massmutual @work"™
Customer Service - Help - My Account ~

My Account © Mew Susness Applicabons

New Business Applications

Click an application
F-Il.;)::::wBuSmOS&A T ‘ nmn:.m".{- number in the
: [ Application Number

Reineve Column

plsoous | Additional policy data
i ’ 5"‘"’” hienticaivad - T Certificate Information WI” dlsplay.

Showang 1 to0 2 of 2 enines

Status Premium

Lapsed 57.00

Currency Payment Method
: DOLLAR (US) Group List Bill

Application Date
D4/01/2016
Effective Date

050172016

Group Name
PENNSYLVANIA UL GROUP
Payment Frequency

04/01/2016 Monthly
Paid To Date Last Payment Date
04/05/2016

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.
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Return o labler
ol Contents

New Business- Search by Group (conta)

Select multiple group window will display.

Select Multiple Groups

Type into Search Value
box to quickly find that
selection.

Check box for groups to
include in search.

When completed click
‘Apply Filter’ to search
using those groups.

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.



New Business- Search by Group (conta)

This screen will display specific groups requested after clicking ‘Retrieve’.

massmutual@work”
Finangal re as - Lag Qut

ncal resdrass, readily svadable

Customer Service ~ Help ~ My Account -

My Account | Mew Business Applicatons

New Business Applications
Iy Applications

Search By

Sahet Grous(s

:
Al
' |:Rm

New Business Applications

snow | 10 eniries

Group Name I£  Group Number Apoplication Number Mame Cenificate Number/Policy Number Status Receivad Date Agent
Withdrawn 0512019
=n
Agents
Withdrawn 020512019
igle )
jenls

Witkidrawn 06/04/2013

Show A
A

Witndrawn OEO7/2017

Retumn teiakle
Pl Contents

1 Clickin ‘Retrieve’ to obtain

group selected.

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.




Production Reports

This screen provides ability to view standard production reports from a new business and inforce perspective.

massmutual@work™

Financial readingss, readily available™

Log Out

My Workspace = Producfion Reports

Production Reports

J My Reports |

Production Summary

Policy Counts

B raed Premum At

B MsdblePremiom sy
Haalth
ImerarSerahbaWncls Lts

W O-zirery e

B Ten

Wl Liw

Standard reporting provides
a chart of policy counts,
volumes and annuadl
premiums by product for
status “changes’ on

1

certificates. To view/run
reports click on
‘Production Summary’.

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.

REturn teiakle:

el Contents
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Production Reports (conta)

Production Summary provides reporting flexibility to generate reports based on different parameters/date ranges.

Production Summary

Company Select Agent(s)

* |Mass Mutual - {PRDEil * |7 LUIS R BLEWS/533072-000

Report Category Production Status

* |Ir1force *| @ cancal
[¥ Death Claim ~
13 Lapse v

¥ Miscellaneous Change

Insurance Type State/Country

*[al v Fan ]
Currency

* |DoLLAR(US) [~]

Reporting Period
Date From (mm/ddiyyyy)

Date Through (mm/ddiyyyy)

L
| 10/15/2014

| 10/14/2016 -

Select all Deselsct all

Agent LUIS

090 Production Status Cancel

Report Category Inforce Company
Insurance Type All State/Country
Currency DOLLAR(US)

Reporting Period 10152014 - 101472016

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.

Death Claim

Lapse

Miscellaneous Change

Mot Taken

Policy Conversion
Reinstatement

Surrender

Mass Mutual - (PROD) MEND
All

eExporied torExcel

Ol PDE.

Select ‘Inforce’ or ‘New
Business’ report category.

Click statuses to be
reported.

Click date range for
reporting period.

Click ‘Submit’.

20



REUn teakle

Production Reports (conta) S

Reporting Results are then displayed on the same screen.

Policy Counts

” aWhe Ll

10 To view certificate
0 Lapsad Mizscellansous Change Reinstate ment deta”S C“Ck On a

Volume product under
700,000 Insurance Type
500,000 = ol Lie ‘Insurance Type’.
0 La pesecl Miscellaneous Change Reinstatement
Annual Premium

e WL

Miscellaneous Change Reinstatement

Lapsed Miscellaneous Change Reinstatement

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.
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Production Reports (conta)

Return to liable

o Contents

If the “whole life” or “total” link is clicked a new screen will pop up with the Production Summary Detail that can also
be exported into excel or PDF.

Agent Name/Number LUIS

Insurance Type Whole Life
Production Status | ansad

Sort By

* [Policy Number

Production Summary Detail

Reporting Period 10/15/2014 - 101142016

Report Date
Company

10/1412016 31758 PM

Mass Mutual - (FROD) MEND

State/Country Al

Currency

DOLLAR(US)

Owner Name
Effective Date

Plan

Old Status

New Status

Volume

Annual Premium
Annualized Premium
Agent Name/Number

Policy Number

]

Policy Number Owner Name
0027303238
0027303288
0027303281
0027303285
0027303297
0027303298
0027303298
0027303300
0027303301
0027303302
0027303302
0027303304
0027303305
0027303306

0027303308

Effective Date  Plan

01/01/2016
010172016
010172018
010172016
01206
012016
01/01/2016
010172016
010172018
010172016
01206
012016
010172018
010172016
01/01/2016

Old Status New Status ~ Volume

Premium Paying  Lapsed 1500000

Premium Paying  Lapsed  25.000.00

Premium Paying  Lapsed  50.000.00

Premium Paying  Lapsed 5,000.00

Premium Paying  Lapsed 5.000.00

Premium Paying  Lapsed  12.500.00

Premium Paying  Lapsed 5,000.00

Premium Paying  Lapsed 12,500.00

Premium Paying  Lapsed  25.000.00

Premium Paying  Lapsed 5.000.00

Premium Paying  Lapsed 5.000.00

Premium Paying  Lapsed 5.000.00

Premium Paying  Lapsed  12.500.00

Premium Paying  Lapsed  25.000.00

Premium Paying ~ Lapsed  25.000.00

Annual Premium = Annualized Premium

531.38 §21.31
410.40 410.34
1.260.80 1.260.58
16228 1683.21
267.54 267.54
279.45 270.43
126,06 128.04
140.85 140,70
32780 32788
208.14 208.13
14478 14475
7218 7215
140.85 140.78
337.80 33774
1,113.30 1.113.25

Agent Name/Number
LUIS R BLEWS/533073-080
LUIS R BLEWS/533073-080
LUIS R BLEWS/533073-080
LUIS R BLEWS/533073-080
LUIS R BLEWS/533073-000
LUIS R BLEWS/533073-080
LUIS R BLEWS/533073-080
LUIS R BLEWS/533073-080
LUIS R BLEWS/533073-080
LUIS R BLEWS/533073-080
LUIS R BLEWS/533073-000
LUIS R BLEWS/533073-080
LUIS R BLEWS/533073-080
LUIS R BLEWS/533073-080

LUIS R BLEWS/533073-000

Save As

|Exce| . Export

Reports can be
exported to Excel

oI PDE!

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.
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Glossary

REturn torliaple
P ECORtENLS

]

Active Awaiting Premium
Active Premium Paying
Cash Surrender

Declined

Issue — Not Paid

Inforce — Extended Term
Lapsed

Not Taken

Pending

Withdrawn

Application for coverage was accepted and initial premium is pending receipt.

Premiums are being collected for the certificate.

Certificate no longer inforce. Certificate owner chose to surrender the certificate.

Application for coverage was rejected.

New Business status meaning it has been issued but not settled and moved Inforce.

Inforce certificate with premiums no longer being paid. Coverage amount based on cash value.
Certificate is no longer inforce due to non-payment of premium.

Certificate owner decided to not accept the certificate.

Application has been entered into admin system.

Certificate owner has withdrawn request for coverage.

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.
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